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25X1 A 


1* Honor Award* 

a. (Proposed) 

For distinguished achievement providing & settlor decoration 
for sward to any individual who has a &da an outstanding important 
contribution to U. S. Intelligence either in the Halted States 
or overseas* It is envisaged that this deaeration would be swarded 
only far valor or ashlevaseat of such a nature as to be clearly 
outstanding.. A draft of an Sxeoutlve Order under Presidential 
authority was submitted to the Burean of the Budget 14 November 
1952 by the General Counsel* 

b 0 Med". 1 Si. fteedog (Re-e s tabliahsd and Authorised by Executive 

Crder 10316 dated 4 March 1952) 

CIA Regulatio^^^Hiated 11 Kay 1951* Mur a meritorious act 
or sarvioe vhiohi 

"(1) Has aided the United States in the prosecution of war 
against an emeny or anomies 

"(2) Has aided any nation engaged with the tihited States 
in the prosecution of a war against a cosmos enemy or enemies? 

"(3) During any period of National Easaseeney declared by 
President or Congress to exist; has furthered the interests of 
the security of the United States or of ary nation allied or 
associated with the United States during such period, and for 
which aot or services the award of any other U. S» medal or 
decoration is considered inappropriate* * 

o« lems&um sda 

In carrying out the principles of wage administration as estab- 
lished throughout tile Federal Service by the Congress and the Civil 
Service Commission, the CIA recognises longevity or length of service 
by granting in-grate salary increases such as are available to all 
persons who earns under the Classification Act of 1949* Such 
recognition is wholly monetary and wholly automatic provided perfor- 
mance has not been declared unsatisfactory and without public 
expression* There is a vide use by industry end Government of systems 
for recognition of longevity that satisfy the universal need that 
persons have to receive for the approbation of their fellows* Be- 
cause of security problems raised by the use of unclassified and 
uncontrolled recognition, emblem or devices, certain criteria must be 
applied to a CIA longevity award* 
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«• lemsS&Z tmS* (Continued) 

(X) It aunt be capable of wide publioity within the Agency 
and tmiet identify the individual to his iaeediate oirole of 
colleague* and assooiatos. 

(2) It azuat be wholly controlled within the premises of 
the Agency and not exploitable outside the Agency, 

(3) There suet be tangible phyaleal evidence of its 
existence. 

Suggested fawns of recognition are ae follows: 

(1) A Classified Agency Notioe listing persons Who have ' 
aohleved stated length of aerviosc 

(2) A device that remains Agency property until the 
individual separates from the Agency* 

(3) Suitable recognition of the individual's service at 
an Agency Meeting* 

Suggested Bevies 

A reoozaMndation has been submitted for e device such as 
a Black Qayac Pen Set with a plaque bearing CXI Seal (or 
appropriate design) indicating individual and service. 


The following personnel at this office have presently qualified a n d 
have been submitted for the longevity award having completed ten years 
of service as of $0 June 19$2» 

1 * 

2 , 

3o 

4 , 

5, 



The following personnel have recently qualified and their names have 
bean submitted for the longevity awards 

1 * 

2 . 

3. 
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2» The CIA Honor Awards Board - The Board will be composed of 
three Agency officials appointed by the Director upon recom- 
mendation of the CIA Career Service Board* The personnel 
Office and the inspection and Security Office will furnish 
non- Vo ting advisory representation to the Board on a contin- 
uing basis. Each voting member will serve a twelve month term 
with successive new members appointed each four months. The 
CIA Career Service Board will provide Secretariat support* 

Responsibilities* 


a* On sure that the details of the program are brought 
to the attention of all / gency Personnel, 


b* Develop standards for awards* proce dur es for 
recommendation and determination of such awards* 


o. Review, Investigate, and forward with recommendations 
to the DCI all honor award proposals. 


d* Provide a central point of record for control 
purposes* 


e ° Arrange for Agency announcements and presentation 
of awards, 

f* Forward to the DCI recommendations for awards to 
CIA personnel by other government agencies* 

g. Undertake such additional responsibilities as may 
be assigned to it* * 


** ‘JJ^ardous D uty P ay plan - The Working Group has submitted to thi 
£?*. +T^ 8r « Board a draft of the proposed CIA Regulation 
Du ^ led £°£ T !f i0u3 types of Extra-Hazardous 

SSI T ec ! lpt of further Instructions the working 

SsS^ST ° n tat0nial ***** md ******** ofthe 
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25X1 A9a 


TRAINING PROPOSALS 
Procurement and Supply Office 


1. 


e 2? # \* this time offflps a number of courses which 
8 P" c i fl « all y apply to this of 55r 

P” 71 ** 6 * "““f of acquiring administrative porfeotlon and 
information necessary in accomplishing the prioihle assignment 
Coursae and taatruotta, avauaCle corfr tt. P "iiSLg S^‘: 


Typing 

Shorthand 

Piling 

General .Administration 


ttrSd^r^AT^sr 1 2L 5 =?S — ■ 


Affirmative actdor must be taken at some ooint tt < « „„ 

+w°!»f d *5*^ Som€ concert of agreement be reached by this office 
that despite the press of busings requirement? a Zer&lcZ St L* 

SZfX-T# be made fo * p2SS f o? ?L? 

& £g ?ofL a ? d i^e the , C T ° f ^^sional^lso^ef! ^ o r 

two weeks for full time attendance of covert Administrative courses, 

aing* the efScSforSeS^^ need , for toc ^sing or broad. 

..tV?. r£ri*T • if or Professional Personnel, cne means of aeenm- 

SSS—S - 

for attendance or 2^irS P i? te w " atev ®r arrangements are necessary 
in schools or courses ofouJ choice^ perS ° imel as 11118 office <tesi^te* 


— ■— 1 suggested that in addition to the efforts of his nffNo« 
tie Procurement and Supply Office avail itself ft f t tj*wf * iC ® 

Ins Lruotion being eurrentjy offer^® Se 

6 “ SW^^dL^ 0 ^ “ d -***~ «*.*» 
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as in the Area Divisions and the Coordination and 
Requirements Staff could possibly promote a better 
understanding of the problems and requirements of 
both offices and Increase, as a consequence thereof 
cooperation and accomplishment* 

b. Rotation by loan • Particular slots are set up for this 
purpose which are allotted to the CIA Career Service 
Board and which are set aside In varying numbers for the 
different Agency Offices* The purpose ie to take care 
of oases where a "Swip" of personnel is not made, where 
for example this office recommends the temporary 
assignment of an individual to anothe^ office* No slot 
has bean set aside for the procurement and Supply office 
consequently it is recommended that a request be sub- 
mitted to the CXA Career Service Board for one* 

7« It Is proposed in the Interest of developing an Internal Training 
program for the procurement and Supply Office, that either of two 
suggested means bs considered! 

a* Bis establishment of one position on the T/O of each Hv<= 
isicn which will be specifically utilised as a Training 
Slot and which will be established at such a grade as to 
provide promotional opportunity* This in all probability 
will mean the utilisation of an existing slot and not 
the acquisition of an additional T/0 position,, 

b* The utilisation of "X" number of slots on the "overseas" 

T/0, as training slots with the establishment of grades 

for them to provide promotional opportunity* This is 

consistent with the purpose of the establishment of this 

particular T/0 and meets with te ntative acceptan ce by 

Classification as discussed with As it 25X1 A9a 

now stands the T/0 provides neither Job titles nor grades 

for its positions* Incumbents occupying those slots 

provide a constant morale problem to the office, for they 

are in effect frozen in grade consequently denying incentive* 
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ROTATION 


1. The objectives of rotation for the Agenc y are as follows: 

a. A more effeotlve and more economical utilization of the Agency' s 
manpower. 

b. A method of improving the selection and broadening the experience 
of individuals to serve in key positions. 

Co The cultivation of an esprit de corps based pri marily on the 
reward-for-merit principle* 

2. The objectives of rotation for^the. individual are as follows: 

a. Assisting him to do his present job more effectively by: 

(1) Increasing his knowledge in his field. 

(2) Providing him with new skills, techniques and methods of 
performance. 

(3) Improving his ability to plan his work and to direct and 
supervise others in it. 

(4) Increasing his understanding of the necessary relationships 
of his job to those of collateral and higher echelons of the 
Agency. 

b. Preparing him to undertake jobs of increasingly greater responsi- 
bility commensurate with his growth potential by: 

(1) Broadening his understanding of the objectives of the Agency 
and its mission. 

(2) Intensifying the development of his planning, managerial and 
supervisory skills. 

c. Providing him more opportunity to find the field in which he does 
best. 

d. Removing him from a "rut". 
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In order to provide a terminology that will promote a common under- 
standing of rotation problems, the following definitions have been 

adopted? 

a Rotation : The process of systematic designation and redesign*- 
tionof an individual to various kinds of duty and training for 
the purpose of improving his capacity to serve the Agency. 

b Transfer: The process of removing an individual from the rolls 
oiTone Office and his concurrent addition to the rolls of another 
Office. This process is independent of the process of rotation 
though it may be a consequence thereof. 

„ Evrh« 7 iP#i: The nrocess of rotating an individual by placing him 
SSrfly !£d£ the operational control of mother Office in 
return for another individual similarly attached . 

d. ton* The process of rotating an individual by gacihg him 

tfSporarily under the operational control of another Office 
without reciprocity p or of attaching him temporarily to an 
activity not a part of GIA 0 

r R mjnfrr w Office: The administrative unit of CIA on whose rolls 
iffiSSSraST rotation assignments are carried and und«r whose 
administrative eontrol Individuals remain irrespective of where 
attached* 

f . B--..1VW Office -. The ndminlstmtlYe onit to vhioh individual* 

betag wtaSd ere ntteehed end under vhoee opernttonl control 
individuals remain until they are returned to the Sponsoring 
Office. 

Principles which are concerned in the process of rotation are as follows: 

a . Mmmel faTOCal' senerel, w ^-^.SrfOT ““ 

employ of the Agency for a period of two years Is tfLlglhie ror 

rotation. Rotation of persons who have been on duty for less than 

two years would be the exception rather than the rule. 

b TVt«H-Mnn« Covered : Any position within the control of the Agency 
f .hfl «s algnment of personnel will serve the objectives of 
rotation is regarded as covered by these principles. These indude 
executive, operational, intelligence, technical, administrative and 
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training positions, either in the field or at headquarters, within 
the Agency or with other public or private agencies or institutions. 

c. Job Groups Covered: The classes of individuals covered are inclu- 
sive rather than exclusive. The professional or technical 
activity of a given class of individuals may, Ity its nature, 
limit the job-type groups to which members of such a class will 
rotate, 

d. tomLJ&BaUaa jeOea^aOBte* Each individual rotation period 
may vary but will not be lees than six months, and will probably 
average between eighteen and twenty-four months. Thus, a rotation 
assignment at the Rational War College will run some ten months 
while a rotation assignment to a position overseas may well run 
twenty-four to thirty months. 

e. Begrne-of Compulsion to Rotate: As a matter of principle, 
acceptance of a rotation assignment is compulsory for persons who 
intend to make a career of CIA employment. Any individual or 
Sponsoring Office, or Receiving Office, may, however, show cause 
why a rotation assignment shall or shall not be carried out. The 
reviewing authority (the CIA Career Service Board) shall in such 
cases make recommendations to the appropriate Deputy Director whose 
decision shall be final. 

f. Admlglfftyr atiye Coptrol : Individuals with rotation assignments will 
remain on the rolls of the Sponsoring Office and uxxder its admin- 
istrative control for promotion and transfer purposes. The Sponsor- 
ing Office will pay the individual from home office funds at hie 
home office grade. 

g. Operational, Cfintfryi t The individual being rotated will be under 
the operational control of the Receiving Office for the duration 
of his tour of duty with that Office, during which period Personnel 
Evaluation Reports will be prepared by the Receiving Office and 
forwarded to the Sponsoring Office, 

h. Iffsct-nf. .Grade Differential between Jobs concerned in Rotations 
Assignments given to individuals being rotated shall be generally 
commensurate with their abilities, keeping In mind the purpose of 
making the specific assignment. Rotation loan Slots (See Sechedule 
B, attached) will be allocated to Off lees to maintai n flexibility 
in effecting rotation where exchange of approximately equivalent 
personnel in not practical. 
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x, CVianerow in Grade : Promotions and other changes in grade shall 
remain under the control of the Sponsoring Office. The eligi- 
bility of the individual for promotion shall not be prejudiced 
or overlooked by reason of his statue as an individual being 
rotated. 

j. fi xation of R 9 talfomal Patter n : It is premature at this time to 
formulate a policy covering the duration in years during which 
period the individual is subjeot to rotation policies, or to 
attempt to prescribe an arbitrary age l imi t after which rotation 
policies will not be applied. 

k. Settlement of Disputes: Divergence of views between « 

between an individual and his TOffioe) Career Service Board which 
cannot be satisfactorily resolved between the parties shall be 
referred in the first instance to the Secretariat which will 
review the case and forward its recommendation to the concerned 
(Office) Career Servioe Board (s) . In the event the recommendation 
of the Secretariat is not accepted, the case shall be referred to 
the CIA Career Service Board for disposition. 

l. Bplicv Governing UstSfejfiR ef Qfflcet r . Intra-Office rotation 

policy shall be set by the (Office; Career Service Board within 

the framework of policies prescribed by the CIA Career Service Board 

m. fojte Ro t ation between Officafl : Within the framework of 

policies prescribed by the CIA Career Service Board Inter-Office 
rotation will be nased largely on a series of bilateral agreements 
between Offices which will set forth in each case the person being 
rotated, the expected duration of his assignment and any other 
pertinent facta,. 

5. There are two basic types of rotation as follows: 

a. Rotation by JSxflbBOgS* 

(l) The Exchange procedure authorizes Office Boards to negotiate 
, the " swapping" of two persons when it has been Judged that 
rotation is the best method of broadening their experience. 
This procedure will be. used when the two positions in question 
are of corresponding responsibility. Respective grades of the 
positions or incumbents need not be exactly the same. 
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' (2) being rotated will be under the operational 

control and eupervleion of the Receiving Office Board. 

(3) The Receiving Office Board win outline to the individual 
the responsibilities of the new position. 

b.- SfttflUon tar .Van t 

(1) The Loan procedure authorizes an Office Board to recommend 
the temporary assignment of an individual to another Office 
without receiving anyone in return or to recommend his 
assigning to outside activities for the purpose of broaden* 
ing his knowledge of hie field. 

(2) R JJetion slots, allotted by quota outlined in Schedule B. 
attached, will be available to Office Boards. These slots 
will be allotted by the CIA Career Service Board and will 
be open positions to accommodate any grade. 

(3) 


Bowd outline to the appointee 
the re^ponsibiliUes of hie new assignment. The appointee 
is on loan to the Receiving Office and will therefore not 
i**5“ */° porttion. B. “ 

stJuSSe UOit ** tlle R* c «t - ' r tng Office’s organisational 

(4> ** °’ aratto “ l “W* «* tb. 
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LOOI8TJCAI, PERSONNEL RBSPQBSTft TT.Tyr 
Procurement and Supply Office 


l ' garoor Soryloo Board, PSO, recognises the ttMd for tho development 

*** wapowiMlitlM of this office for cwxSmfiS? 
tho umr service program ta it affooto esployees in logHtical and 

X^K^^*2°2Pi icmal P°» ltioa ® operating elamooteovereeas and 
la tho United States nay he fulfilled* 

2* At the present tine, however, this office (toes not participate in we- 
parlng and recommending tables of organisation nor In the s^Leotlonof 

t ^ 0 *® within the established o rganisational 
PS0 * 4 . 1 ^ iU m * offic « hae nad e an InfCml agre^t 
^th the DDA to accept for rotation logistical personnel upon their 
retoni f res foreign dj.ty, an adequate basie does not exist fbr 
and i mpl e me nting this end other related responsibilities of th e PSO/* 

3 * It is pcosnanded that a coamitteeof the Career Service 

a?**k£ repreeentatives of the Career Service Boards 

!f*^-!f Pr0prlAU °^ ratiB « •*•»«*• of the Agency to develop muSSly 
satisfactory arrangements on the followings . W4Wi * XAy 

e. Collaboration between the operating element and the PSD 
in organisational planning and the preparation of tables 
of organis ation when logistical or positions of a profes- 
sional nature falling within the purview of this office 
wt Involved* 

b, final reoonmandatLons as to organisational structure 
and staffing requirements for logistical personnel 
to be subject to the concurrence of the PSO before 
submission to the DD/A for approval* 

o. Initial personnel for all logistics positions to be 
selected by the P30 (administrative control of such 
personnel, however, to be exercised by the office 


d* Any official chingea in status of the incumbent per 
aonnd to be szbject to the concurrence of the PSQ. 

e* Upon completion of tour of duty, the PSO to furnish 
the relief. 
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f o Determination of the placement of the personnel 
vacating these positions to be made by the PSO 
under the program of the Career Service Board of 
this office* 

Uo The procedures recommended above are in line with prevailing practices 
in other administrative support elements of tbs Agency, Including the 
Comptroller's Office, Medical, and Personnel. Their adoption by the 
PSO is essential not only to the effective implementation of the Career 
Program, but in the interest of strengthening administration of the 
logistical support activities. 

5. In the recommendation of the foregoing course of action it was con- 
sidered that existing structures and established courses of action 
and procedures should bs utilized prior to any other considerations. 
There ere some points of view within the office which should not 
be overlooked - specifically that the aforementioned objective be 
accomplished through an administrative direction through issuance 
of a statement of policy from the BD/A. 
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DRAFT 


POLICY IN REGARD TO LOGISTICAL PERSONNEL 


1. The mission and responsibility of the Logistics Office is to pro* 
cure, distribute, and account for Agency equipment and supplies; 
provide for transportation of personnel, equipment, and supplies; 
meet real estate and oo net ruction needs, except for securing space 
assignments through the General Services Administration in the 
metropolitan area of Washington, D* G.j and coordinate and cosg>ile 
forecasts of requirements for Agency logistical support, 

2 a In the scoouplishment of its mission there is the associated respon- 
sibility of the Logistics Office to judge the qualifications, selec- 
tion, and training of personnel for assignments of a logistical or 
associated nature throughout the Agency, both in the domestic and 
field service and also in any operation of Agency interest. 

3. The technical supervision and the technical responsibility for such 
job categories which are defined as falling within the scope and pur- 
view of the Logistics Office is assigned to that office. 

Uo Operational offices will coordinate such portions or aspects of their 
activities which involve, in a varying degree, functions of a semblance 
bearing upon the assigned mission of the Logistics Office. 
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